SNQO Sel ecti on Board Preparati on
USMC

The selection boards are conducted amnual ly during the sare timeframe each year and shoulld not be a surprise
o any sergeant or SNAO.  Marines, with the assistance of thelr camanders, are responsible for the accuracy
and campleteness of their Official Military Persomel File (QWPF). Warting uti 1 the conveniing MARADMIN IS
published to determine your eligibility is too late to begin preparing for a selection board. _Ensuring the
acouracy of your official records shoulld be a continuous process.

Each Staft Noncommissioned Officer (S\C0) selection board finds incomplete/inaccurate records on Marines
eligible for selection o the rext higer grace. (i-e. 2 missing frtress reports, ureackble information, ernraneaus
information, etc.) Subsequent to the adjourmment of a selectiion board, Marines who are not selected begin to
request remedial prarotion consideration due to missing or ineccurate information contained in their OVPF or
the Marine Corps Total Force System (MCTFS). TLATE

Carplete your required Professional Military Educattion (VE).  The PVE certificate must be dated prior to the
conveniing date of the selection board.  Those Marines who have not corplleted their required PVE are consid-
ered | ess than fully qualified for promotion.

Pre- Board setup:

We begin retrieving the eligible population, based on the data contained In MCTFS, approximately 60 days
(USVC) and 90 days (USVCR) prior to the convening date of the sellection board. If your MCTFS data is
incorrect and willl not/cannott be corrected 60 days/90 days prior to the conveniing datte of the sellection board,
you should submit the correct informatiion 1o the board as update material .

Know the information:
It’s inportant to careful ly reviewa | of the folloving:

Enlisted Pranotion Manual [M30 P1400.32C] - Chapters 1 and 3:  Review this 1o ensure you are up-to-date on
the latest procedures and regullations concermiing Enlisted Pramotions.

Enlisted Pranotiion Board Schedules:  Although the conveniing dattes for boards are usual ly constant fram year
1o year, there are no guarantees.  Don™t miss your board because you assumed 1t wes going 1o be held the same
tineas lastyear-.

Conveniing Message - Thils message formal ly announces the conveniing of the board, along with the allocations
ad zones. It is released goproximately 30 days prior to the board.  Thils message willl contaiin specirfic guidance
about the board, <o It™s inportant to reed it all.

Contact the Enllisted Career Counselor - [WEA-A4].

Read the Enlisted Career Force Comtrol MARADMIN.
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Revi ew your OWPF and MBS within 12 nmonths of the board:

Review your OVPF and MBS early enough that you have time to correct any problens that you discover.  In sare
cases, the RS or RO firam years ago need to be located to get a copy of a missing fitness report. Current
instructions on how to order your OVPF and MBS can be dbtained at the Personnel Management Support Branch

(WEB) website.

Realize that the OVPF and MBS are two separate documentts and are not linked. It is possible for a fitness report
1o be listed on the MBS but not be in the OVPF and vice versa.  Carefully review both for accuracy.-

What to |l ook for in the OWF:

Are all fitness reports present and readable? I not, contact WMSB to correct the OVPF and send acerti fi ed
true copy” directly to the board as a precaution.

Are your anards and schools documented in your "'C* fiche? A copy of your anards, school certificates, MCI,
etc. .. shauld ke 1In your QVPF.

Review your OVPF for accuracy, conpleteness and readability. MO0 P1070.12] (Individual Records Adninistra-
tion Manual) and MO0 P1610.7E (Performance Evaluation System) will assist you in determining the documents
that should be filled in your OVPF and instructions on corrective action.

What to | ook for in the MBS:
Is the header Information correct? (\ame, DR, etc...)

Are the Anards correct? Do the anards and their citations ggpear in the OWPF? Corrections to the MBS are mede
via unit diary - see your Adnin section.

Bnsure your physiical fitness soore, rifflle range soore, pistol soore, primary military ocoypational specialty or
intended military cooupational specialty, professional military education, civilian education, persoral anards,
armed foroes active duty base date (AFADRD), pay entry bese date (PERD), datte of rank (OCR),, Career Retirement
Credit Report ((RR) [JUMR anlly] is correct.

Conmuni cate with the board:

You may cammunicate wirth Enlisted Pranotiion or the Sellection Board in various vways: by e-mail, carrier mail,
Tax, or telgdoe.

Camunicate with the board via letter on anything you thirk is inportant. If it is not on your MBS or in your
OMPF, then the board pces nor FAVE Vi siBILITY TOI T The MCI you finished last week, you are in the
BExogptional Menrber Family Program, just PCS”d, etc. .. willl not be visible to the board. This is the bestway to
comunicate information that you feel is important directly to the board.

If you are asking other individuals (a third party) to prepare a letter of recomendation for the board, younust
endorse the letter or forward the letter(s) under a separate cover letter. This process PROECTS Yau, the
eligible Marine, fram having information submitted to the board without your knovledge. Ay correspondence
received without your signature willl not be presented to the board for consideration.

These |l etters nust be received not | ater than 2359 on the conveni ng date of the sel ecti on board.
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Send a phot o:

Submit a sasAWY photograph 1o the sellection board regardless of zone.  Instructions for the photo-
graph are contained in MO0 P1070.12] (Individual Records Adninistration Manual). I you are unable for
some reason 1o send a photo, comunicate to the board as to why not.

Photographs must be taken wirthiin six months of the convening date.

IT your service 'C* uniform is not available due to deployment, sumit a photograph in the most gopropriate
unrformavaileble.

Although not required, you are strongly encouraged to have your photograph certified by your CQO/X0/
Sgtviaj/1stgt it you exceed the heigitAeight standards.  Include your body fat percentage.-

Revi ew our Website before calling:

The Enlisted Pranotiion Section goes to great lengths to keep aur website as current as possiblle. Check our
Frequently Asked Questiions section to see If the ansner 1o your gquestion is alreedy available. Spread the
word about the site, and send recorendatiions for inprovenents.

Things to Renenber:

= You compete by military occupational specialty [USMC/USVCR(AR) ] and by occupational field [USVCR
OH/IRR)]-

= Your entire record is reviened and considered by the selection board.

= Above Zore Marines receive full consideration along wirth the Pranotion Zone
Marines.

= There is no minimun/maximum al lonablle nurber that may be selected from the Above Zone.

= Anaccelerated fitness report for sergeants and staft sergeants place aMarine in the Below Zone popullation,
if the Marire is not already iIn ore of the three eligibility zores.

= The Promotiion Zone population may be either extended or reduced during a selection board. Review the
select MARADMIN for the zone and all location changes thatt oocurred during the sellection board.

= The Below Zore is normal ly an estimate of the pranotion zone for next year"s selection board. Although
the below zone records are reviewed by the selection board, anaxi numof 5%of the allocation may be
selected fran the bellow zore at the president”s discretion.

= This pege is intendad to provide besic information for all enlisted persomel who are aurrently eligible, or
will becare eligible for a statutory selection board to consider -
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